NCDTech: FAQ Setting up AutoArchive - Outlook 2007.

Step 1: Click “TOOLS” then click “OPTIONS”
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Step 3: Click “AUTOARCHIVE”
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Step 2: Click “OTHER”
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i g Change the appearance of messages and the way they are handled.
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¥ Default reminder: |15 minutes j ‘Calendar Options... |

Tasks
= Change the appearance of tasks,
_‘d et [:00am | Teskoptions... |
Contacts and Notes
B Change default settings for contacts, journal, and notes,
L Contact Options. .. | Journal Options... | Mot Options. .. |

Search
p Change the settings for indexing and search.
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Motifications... | Mobile Options... |

‘Mahile

QK | Cancel | Apply




Step 4:
Check “RUN AUTOARCHIVE EVERY 14 DAYS”

Check “DELETE EXPIRED ITEMS (e-mail folders only)”

Check “ARCHIVE OR DELETE OLD ITEMS”

Check “SHOW ARCHIVE FOLDER IN FOLDER LIST”

Select “6 MONTHS”

Select “MOVE OLD ITEMS TO"

Browse to your “U:\ARCHIVE.PST”

Note: If you do not have one, browse to “U:\" and it will create
one for you during your next archive.

Click “APPLY THESE SETTINGS TO ALL FOLDERS NOW”

Click “OK”
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[~ Prompt before Autodrchive runs
During Autosrchive:
¥ Delete expired items (e-mail folders only)
v archive or delete old ikems
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To specify different archive settings For any Folder, right-click
on the folder and choose Properties, then go ko the
Autoarchive tab,
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*

\\“g The network administrator has not sek retention policies,
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